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Upon completion of this training, you will be able to:

• Registration and login process

• Reset Password

• How to view Invoices

• How to pay invoices

• Partial Payments

• How to set up Auto payment

• How to view closed bills

• All Portal Payments

• Administration

• Customer Onboarding : Invite Contact

• Exports

• Settings

• FAQ

Objectives



Objective
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To train users on the Electronic Invoice Presentment & Payment Portal (“EIPP”), 
powered by HighRadius.  Which, will help provide a hassle-free and user-friendly 

experience for EIPP’S customers while performing their day to day activities.



Features and Benefits of New Portal

Some key features and benefits of EIPP are:

Pay 
invoices

View 
invoices

Auto-
payment Self-service



REGISTRATION AND LOGIN PROCESS 



Registration: Email Invitation Example

❑ This is an example of the Email a Customer will receive on being invited to the portal via the 
Merchant.

Clicking on this link, you 
will be redirected to the 

Registration Page 



Registration: Email Invitation Example
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Clicking on the 
register button, you 
will be redirected to 
the login page where 
email would be pre-
populated



Registration: Login Page
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RESET PASSWORD



How to Reset Password 

Click on ‘Forgot your Password?’ and a pop-up should appear.



How to Reset Password

Enter your registered email address and click on Proceed.



How to Reset Password 

This is what your email will look like.Click on the link to open a new tab.



How to Reset Password 

Enter the necessary details and click on Submit to change your password successfully.
Post doing this, you can login with your new updated password.



How to View Invoices
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How To View Invoices

Step 1: Under Open Invoices Menu, select a particular invoice and then go to 
‘Invoices’
Step 2: Click on View Invoice *Invoice Pdf will be opened in a new window



How To View Invoices: Advanced Search

❏ Using ‘Advanced Search’, searches can be done based on different parameters. 



How To Pay Invoices



How To Pay Invoices

Users have payment option within EIPP – ACH
Under Open Invoices Menu:
Step 1: select invoice(s)
Step 2: click Pay Selected Bills
Step 3: click Pay by ACH-No Fee; A popup will appear



How To Pay Invoices (ACH)

Step 4: Ensure all selected invoices are within the payment popup
Step 5: Click Proceed To Pay; a popup will appear
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How To Pay Invoices: Add Bank Account

Step 1: Enter the New Bank Account Step 2: Enter all the mandatory details 
(noted with an asterisk *) & click on Submit



How To Pay Invoices: Print Receipt 

On successful completion of payment this page 
opens 
Step 1: Click Print Receipt to generate Receipt
Step 2: Click Close to close the popup



How To Pay Invoices(Credit Card)

Users have payment option within EIPP – ACH
Under Open Invoices Menu:
Step 1: select invoice(s)
Step 2: click Pay Selected Bills
Step 3: click Pay by Credit Card-2.9& Fee; A popup will appear



How To Pay Invoices (Credit Cards Cont.)

Step 4: Ensure all selected invoices are within the payment popup
Step 5: Click Proceed To Pay; a popup will appear



How To Pay Invoices (Credit Card Cont.)

Step 6: Click on Saved Credit Card to use a card already maintained in EIPP
Step 7: If there are currently no saved  credit cards, click on New Credit Card (Click on 
Save Credit Card For Reuse to save the details)
Step 8: Click Proceed; A popup appears, with terms and conditions.  Read through and if 
you accept the terms and conditions, click Pay



How To Pay Invoices: Add Credit Card Details

Step 1: Enter the New Credit Card Details Step 2: Enter all the mandatory details 
(noted with an asterisk *) & click on Submit



How To Pay Invoices: Print Receipt 

On successful completion of payment this page 
opens 
Step 1: Click Print Receipt to generate Receipt
Step 2: Click Close to close the popup



HOW TO SET UP AUTOPAY



How To Setup Auto Pay

A user can set up invoices to be automatically paid with a stored payment 
method

Step 1: Under Open Invoices, click on ’Enable / Disable Auto Pay;’ The 
‘enable/disable autopay’ window will open 



How To Setup Auto Pay (Contd.)

Step 2: Select the ‘Enable Auto Pay’ 
radio button & select Payment 
frequency: Daily/weekly/Bi-
weekly/monthly.
Step 3: Select Start Date for the 
Autopay.
Step 4: Select Autopay limit: Yes/No. 
If Yes enter the limit amount for the 
auto-payment.
Step 5: Select Payment Type:ACH.
Step 6: Select Bank Account: Already 
added Bank Account/Credit Card is a 
prerequisite for Autopay
Step 7 : Click on submit.



How To How To Setup Auto Pay (Contd.)

Step 8: Click on the checkbox and confirm to accept the disclaimer and set-up 
the recurring auto-payment .



HOW TO VIEW CLOSED INVOICES



Closed Invoices

❏ The ‘Closed Invoices’ tab reflects all the  information of the invoices  that 
have been closed.



Closed Bills (Cont.)

❏ 1. Export tab also has the functionality to export the pages.



All Portal Payments



All Portal Payments

The ‘All Portal Payments’ Menu displays the entire list of payments associated with a 
customer. The screen displays all relevant information about the payment.



All Portal Payments: View/Email Receipt

Step 1: Under the transaction in the Receipt column.
Step 2: Click on PDF icon to open the receipt in a new window.
Step 3: Click the mail icon to mail the receipt.



Administration



Administration (Manage Bank Account)

❏ Under the ‘Administration’ tab the necessary bank account changes can 
be made.

❏ By going to the ‘Manage Bank Account’ option one can add/edit/delete 
bank account details.



Administration (Manage Users)

❏ Under the ‘Manage Credit Cards’ you can view all the details of the 
credit cards.



CUSTOMER ONBOARDING: INVITE CONTACT



Customer Onboarding : Invite Contact

❏ Under the ‘Manage Contacts’ tab the necessary user changes can be 
made.

❏ By going to the ‘Manage Contacts’ option one can invite a customer 
contact.

❏ Doing so, would show Select Security Role pop-up.



Customer Onboarding : Invite Contact

❏ Select the required Security Role and click on the Submit button.

❏ The Status pop-up will show Invitation sent Successful.



EXPORTS



Exports

Step 1: Under Open Invoices/Closed Bills/All Portal Payment . 
Step 2: Click Export page image.
Step 3: Click on Export selected page or Export all pages or Export and Email; 
a pop window will appear



Exports (Contd.)

Step 1: Enter the name of the file for Export name
Step 2: Select the file type
Step 3: Click submit; the generated file will be saved 
in Exports tab



Exports (Contd.)

Step 1: Enter the name of the file for Export name
Step 2: Select the file type
Step 3: Click submit; the generated file will be saved 
in Exports tab



Exports (Contd.)

Records exported using Export, and Export All features, from any of the menus (Open
Invoices, Closed Invoices and All Portal Payments) within the application, will be
available in Exports Menu as downloadable links.

Exported files are labeled with an “Export Name” that is assigned by the user when
exporting the file. This allows you to identify the exported file in Exports Menu accordingly.



SETTINGS



Settings
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❏ On the top right corner of portal, a settings icon is 
available.  

❏ Click on the settings icon.         

In My Profile section user can edit 
the account name, Time zone, 
Amount format, Date format, 
Default landing page, and 
password.

Redirects to the 
HighRadius online 

help portal.

A popup shows up to click 
on  the

Contact Supplier Tab in 
the Workboard Screen for 
assistance.



Settings (Cont.)
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❏ On the top right corner of portal, a 
settings    icon is available.  

❏ Click on the settings icon.         

User can logout from 
here once the work on 
the portal is done.

Shows a list of all 
notifications 

received in the 
portal.

Display all the login 
activities such as IP 
address and last login time



FAQs



Questions Answers

How long does it take for HRC to send a one 
time use code when the customer forgets 
their password?

The code will be received instantaneously. 

If they don’t receive the code, is there an 
option for them to click resend code?

The user can click on ‘Forgot Password’ 
again for a new code.

If a user forgets their password and have the 
one time code sent, will it go to their login 
email address or the contact information on 
the customer?

It will be received on the email entered in, in 
Slide #11.
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